State of California

DEPARTMENT OF WATER RESOURCES California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Office Technician (Typing) (PI) 2010-1139-900 50055577 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant O&M/Administrative Services Office
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
R04
RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION
[ Supervisory [ Lead Person Shirley Liu Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
JCM for SS 08/09/2012
Pe_rl_(i:;enrg of Activity

55%

POSITION SUMMARY

Under the general direction of the Staff Services Manager | the incumbent performs a variety of
office support duties and is expected to consistently exercise a high degree of initiative,
independence, and originality in performing duties to support the Plant Asset Management Office
(PAMO) and staff as assigned.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others; maintain regular,
consistent, and predictable attendance; maintain attention to detail; exercise good judgment,
initiative, and tact; and possess the ability to communicate effectively with management, staff at all
levels, and members of the public. Must have ability to accept changing priorities based on
operational needs and must have ability to prioritize work as needed. Must have a working
knowledge of State and Department policies, procedures, regulations, standard office computer
programs and database use. The incumbent is required, but not limited to the following duties:

Use Microsoft Word, Excel, Outlook, Adobe Acrobat, and other software programs. Independently
prepare, review, draft, and finalize letters, memorandums, correspondence, contracts, reports,
technical charts, tables, forms, manuals and other documents to Division and departmental
standard. Maintain Division and Department document control logs. Maintain, update and track
manuals, files, drawings, operating orders, web pages, maintenance instructions, telephone lists,
and other technical reference material as assigned. Make necessary photocopies of documents.
Maintain inventory and reserve office supplies. Update records in the test report database used to
track records for compliance with Federal security mandates. Maintain and distribute a monthly
spreadsheet to track status of relay testing. Use an electronic document management system to
archive technical documents. Track and update Field Modification/Change Transmittals.

Track software purchasing and yearly license renewals for Match CAD, Easypower, RTS, ASPEN,
ProActive and other software used by the Plant Asset Management Office.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE

Shirley Liu

>

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE

RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

>
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Office Technician (Typing) (PI) 2010-1139-900 50055577 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

O&M/Administrative Services Office

Percent of
Time

Activity

20%

10%

5%

5%

5%

Collect, consolidate, and summarize safety survey results as directed by the Safety engineer.
Review and finalize safety audits as directed by the the safety engineer. Keep track of Operations
and Maintenance (O&M) safety improvements and overall improvements to safety that involve
PAMO and Field Divisions. Assist web architect and the safety engineer to edit and update Safety
Web Pages. Monitor incidents that happen in the Field Divisions to help alert O&M on the problem
areas or recurring accidents. Keep track of OSHA citations to ensure that abatement of these
issues has taken place. Assist the Safety Chairman to collect, organize, and summarize Safety
related information. Plan and schedule safety meetings. Look up OSHA Information as needed to
assist the associate safety engineer.

Greet and direct visitors, and disseminate correspondence independently, and act for Division
Chief's secretary in his/her absence. Provide reception desk coverage when needed; check out
vehicles, cellular phones, reserve conference rooms, and troubleshoot equipment as needed.
Provide back-up support and coordinate work with other office support staff within O&M
Headquarters. Screen and distribute incoming mail to appropriate staff. Process outgoing mail
and shipments.

Schedule and maintain appointment calendars, set up meetings, and make travel reservations for
airline, car, and lodging. Process travel advances and travel expenses. Provide support services
to prepare travel and training forms, personnel documents, requisitions, and other documents
related to business services and contracts.

Serve as timekeeper for assigned program staff utilizing the Department’s database system (SAP).
Evaluate monthly time statements in SAP to ensure hours are posted timely and accurately; review
discrepancies related to posting of attendance types, labor hours, work week schedules, payroll
and/or leave balances and accruals; work with Payroll and Benefits staff to resolve issues. Input
necessary corrections/adjustments in SAP time module and assist supervisors with proper posting
of labor hours. Act as back-up timekeeper.

Use SAP to create requisitions for all procurements to enable the Purchasing Office to issue
purchase orders to vendors. Review and prepare procurement documents for IT hardware,
software, and supplies and all other general expense/commodity purchasing while ensuring
accuracy and conformance with DWR and State procedures. Process service entry sheets and
assist with monitoring expenses and budgets of existing contracts using the Department's
electronic data systems.
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Office Technician (Typing) (PI)

DWR POSITION NUMBER
2010-1139-900

SAP POSITION NUMBER
50055577

MCR

APPOINTEE

Vacant

SAP PERSONNEL NO. | DIVISION/SECTION

O&M/Administrative Services Office

Percent of
Time

Activity

SPECIAL REQUIREMENTS
Must be able to multi-task, communicate effectively orally and in writing, and have organizational
and interpersonal skills. Knowledge of DWR Correspondence Procedures Manual, Microsoft

Outlook, Microsoft Office, and databases.

PHYSICAL REQUIREMENTS

Must have stamina and ability to work at a desk and/or computer for extended periods of time.
Must be able to operate office machines. The ability to stand for lengthy periods of time may be
required while filing or using a copy machine. Stamina and ability to bend, stoop, stretch, and
kneel, as well as manual dexterity are required to perform daily job routines. May require moving
items of 25 pounds.

DWR 525 (Rev. 1/09)

Page 3 of 3




	Activity
	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R04
	responsibilites: Off
	IMMEDIATE SUPERVISOR: Shirley Liu
	SUPERVISOR'S CLASS: Staff Services Manager I
	personnel analyst: JCM for SS
	personnel date: 08/09/2012
	PERCENT OF TIME: 















55%



	activity: POSITION SUMMARY

Under the general direction of the Staff Services Manager I the incumbent performs a variety of office support duties and is expected to consistently exercise a high degree of initiative, independence, and originality in performing duties to support the Plant Asset Management Office (PAMO) and staff as assigned.

ESSENTIAL FUNCTIONS
This position requires that the incumbent work cooperatively with others; maintain regular, consistent, and predictable attendance; maintain attention to detail; exercise good judgment, initiative, and tact; and possess the ability to communicate effectively with management, staff at all levels, and members of the public.  Must have ability to accept changing priorities based on operational needs and must have ability to prioritize work as needed.  Must have a working knowledge of State and Department policies, procedures, regulations, standard office computer programs and database use.  The incumbent is required, but not limited to the following duties: 

Use Microsoft Word, Excel, Outlook, Adobe Acrobat, and other software programs.   Independently prepare, review, draft, and finalize letters, memorandums, correspondence, contracts, reports, technical charts, tables, forms, manuals and other documents to Division and departmental standard.  Maintain Division and Department document control logs.  Maintain, update and track manuals, files, drawings, operating orders, web pages, maintenance instructions, telephone lists, and other technical reference material as assigned.  Make necessary photocopies of documents.  Maintain inventory and reserve office supplies.   Update records in the test report database used to track records for compliance with Federal security mandates.  Maintain and distribute a monthly spreadsheet to track status of relay testing.  Use an electronic document management system to archive technical documents.  Track and update Field Modification/Change Transmittals. 
Track software purchasing and yearly license renewals for Match CAD, Easypower, RTS, ASPEN, ProActive and other software used by the Plant Asset Management Office. 

	classification: Office Technician (Typing) (PI)
	appointee: Vacant
	dwr position number: 2010-1139-900
	sap personnel no: 
	sap position number: 50055577
	division: O&M/Administrative Services Office
	mcr: 1
	percent2: 20%









10%






5%




5%






5%





	activity2: Collect, consolidate, and summarize safety survey results as directed by the Safety engineer.  Review and finalize safety audits as directed by the the safety engineer.  Keep track of Operations and Maintenance (O&M) safety improvements and overall improvements to safety that involve PAMO and Field Divisions.  Assist web architect and the safety engineer to edit and update Safety Web Pages.  Monitor incidents that happen in the Field Divisions to help alert O&M on the problem areas or recurring accidents.  Keep track of OSHA citations to ensure that abatement of these issues has taken place.  Assist the Safety Chairman to collect, organize, and summarize Safety related information.  Plan and schedule safety meetings.  Look up OSHA Information as needed to assist the associate safety engineer.

Greet and direct visitors, and disseminate correspondence independently, and act for Division Chief's secretary in his/her absence.  Provide reception desk coverage when needed; check out vehicles, cellular phones, reserve conference rooms, and troubleshoot equipment as needed.  Provide back-up support and coordinate work with other office support staff within O&M Headquarters.  Screen and distribute incoming mail to appropriate staff.  Process outgoing mail and shipments.  

Schedule and maintain appointment calendars, set up meetings, and make travel reservations for  airline, car, and lodging.  Process travel advances and travel expenses.  Provide support services to prepare travel and training forms, personnel documents, requisitions, and other documents related to business services and contracts.

Serve as timekeeper for assigned program staff utilizing the Department's database system (SAP).  Evaluate monthly time statements in SAP to ensure hours are posted timely and accurately; review discrepancies related to posting of attendance types, labor hours, work week schedules, payroll and/or leave balances and accruals; work with Payroll and Benefits staff to resolve issues.  Input necessary corrections/adjustments in SAP time module and assist supervisors with proper posting of labor hours.  Act as back-up timekeeper. 

Use SAP to create requisitions for all procurements to enable the Purchasing Office to issue purchase orders to vendors.  Review and prepare procurement documents for IT hardware, software, and supplies and all other general expense/commodity purchasing while ensuring accuracy and conformance with DWR and State procedures.  Process service entry sheets and assist with monitoring expenses and budgets of existing contracts using the Department's electronic data systems. 
	percent 3: 

	activity3: 
SPECIAL REQUIREMENTS
Must be able to multi-task, communicate effectively orally and in writing, and have organizational and interpersonal skills.  Knowledge of DWR Correspondence Procedures Manual, Microsoft Outlook, Microsoft Office, and databases.  

PHYSICAL REQUIREMENTS
Must have stamina and ability to work at a desk and/or computer for extended periods of time.  Must be able to operate office machines.  The ability to stand for lengthy periods of time may be required while filing or using a copy machine.  Stamina and ability to bend, stoop, stretch, and kneel, as well as manual dexterity are required to perform daily job routines.  May require moving items of 25 pounds. 
	supervisor name: Shirley Liu
	employee name: 


